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Characteristics of pupils experiencing difficulty and the teachers responsibilities 
for these younq people are discussed. Suggested classroom procedures include- (1 
Require business-like behavior of every pupil, (2) Select pupils to assist with routine 
class duties, (3) Organize seating charts and necessary clerical records. (4) Divide 
class into groups according to ability, (5) Plan lessons carefully with considerable 
allowance for flexibility and change in pace, and (6) Plan homework carefully with the 
pupil so that he knows what is expected. General considerations and suggested 
procedures for classroom instruction, developing new units of work, standards, texts, 
and school marks are presented. A general bibliography and special bibliographies for 
bookkeeping, introduction to business, office practice, shorthand, and typewriting are 

included. (PS) 
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FOREWORD 

Teachers are faced with the challenge of teaching all pupils enrolled 
in their classes. Today, perhaps more than ever before, teachers also 
have the responsibility of encouraging pupils to continue their educa- 
tion so as to graduate from high school or to remain in . school long 
enough to obtain the educational preparation that will make them 
contributing members of society. This teaching guide has been de- 
veloped to assist business and distributive education teachers in their 
efforts to instruct pupils of all levels of ability, especially those ex- 
periencing learning difficulties. 

Pupils who experience learning difficulties frequently choose a 
subject or decide to follow a special vocational curriculum sequence 
that will kelp them obtain vocational preparation and lead to employ- 
ment upon their leaving school. Guidance counselors make' every 
effort to help these pupils make wise, realistic choices of subjects avail- 
able in the- school’s curriculum. Once these choices have been made, 
the classroom teacher must also counsel with each pupil. Personal 
counseling by the teacher on a continuing basis is especially important 
if these pupils are to be motivated adequately to remain in school. 

This guide contains a number of suggestions that will assist teachers ^ 
in working with pupils who are encountering learning difficulties. These 
pupils need much sympathetic understanding, and the teacher must 
take unusual precautions to help them overcome the feeling of in- 
security they are likely to encounter as they endeavor to acquire knowl- 
edges or skills that are difficult for them to master. Teachers are urged 
particularly to plan classroom activities that will give special considera- 
tion to each of these pupils and his particular learning problems. 

The sympathetic, understanding teacher will realize a great deal of 
satisfaction from ‘seeing these pupils grow. Although many of these 
pupils will not be able to comprehend the more intricate facts or 
concepts relating to a given subject, they will ordinarily show improve- 
ment through a more genuine interest in class activities and in their 
social skills. 

The staff of the Bureau of Business and Distributive Education is 
grateful to Emily D. Thompson, former head of the business depart- 
ments at East High School and at Benjamin Franklin High School in 
Rochester, who developed the original materials for this publication. 
Mrs. Helen Meinhardt, head of the business department at Benjamin 
Franklin High School, Rochester, and Elizabeth Town, business 
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teacher at Monroe High School, Rochester, collaborated with Miss 
Thompson in the design and development of this guide and were 
especially helpful to her. 

Local school personnel who use the suggestions included in this 
teaching guide or variations of them are invited to write to the staff j 

of the Bureau of Business and Distributive Education regarding their | 

experiences. Their ideas and suggestions would be of considerable 5 

value should this publication be revised at a later date. f 

Joseph R. Strobel 
Assistant Commissioner for 
Instructional Services 
(Vocational Education) 

f 



John E. Whitcraft 

Chief 

Bureau of Business and 
Distributive Education 
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This style of furniture permits the organization of the class for small group instruction. 
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characteristics and desires of children of their age. They class enough time to assemble their materials for leaving 

want to succeed. They have hopes for working and earn- the room; require the class to leave the room in good 

ing a living, but they may lack the necessary drive to order — papers off the floor, chairs pushed under desks, 

force themselves to perform school tasks. etc. 
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Attractive displays and forms of competition stimulate pupils of all levels of ahilitN. 
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Modern instructional equipment similar to that used in business means greater pupil interest. 
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Various styles of furnishings permit a variety of teaching procedures. 
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better pupils, they will be working ahead of the average 
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which the project is to be done. If remedial teaching work. Walk about the room while classu'ork is in prog- 

should be needed while the project is under way, inter- resS) an d see how tasks are being carried out. It is often 

rupt the project at once. Pupils must understand that helpful to stand at a spot other than in the front of the 

■/ room to observe progress. 
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Semi-realistic practice sales demonstrations can be conducted in this classroom laboratory. 
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A favorable learning situation encourages greater pupil participation. 
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